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MEMORANDUM 


TO:  All  Appointing  Officers 


Departmental  Personnel  Officers 
Departmental  Lay-Off  Representatives 


SA  j-  KMi'JCi  O 
RUHLlC  LIRRA  E? v 


FROM:  John  J.  Walsh 

General  Manager,  Personnel 


SUBJECT:  DEPARTMENTAL  PROCEDURES  FOR  REDUCTION  IN  FORCE  (LAY-OFF) 


Attached  is  a copy  of  the  DEPARTMENTAL  PROCEDURES  FOR  REDUCTION 
IN  FORCE  (LAY-OFF).  These  procedures  must  be  carefully  followed  by  staff  who  will 
administer  lay-offs  in  the  departments  in  order  to  expedite  the  processing  of  lay-offs  and 
to  reduce  the  delay  in  employees  returning  to  duty. 

Included  in  the  procedures  are  some  definitions  of  terms  which  are  used 
throughout  the  process. 

A copy  of  the  SEPARATION  REPORT  is  attached  to  the  procedures.  This  is  the 
basic  document  which  departments  will  use  to  notify  the  employee  and  the  appropriate 
City  and  County  agencies  of  a lay-off;  SEPARATION  REPORT  forms  are  available  for 
pick-up  in  Room  52E  (Basement)  City  Hall. 

Departments  will  be  notified  shortly  of  the  dates  by  which  the  SEPARATION 
REPORTS  must  be  prepared  for  distribution  and  received  in  the  Civil  Service  Commission 
offices. 

If  you  require  any  additional  information  relative  to  these  procedures,  contact 
the  Civil  Service  Commission  Lay-Off  Team  assigned  to  your  department  (see 
"Attachment  E"). 


JJW/gd 


Room  151  City  Hall 


San  Francisco  94102 
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DEPARTMENTAL  PROCEDURES  FOR  REDUCTION  IN  FORCE  (LAY-OFF) 


THE  FOLLOWING  INFORMATION  IS  PROVIDED  TO  ASSIST  DEPARTMENTS  IN 
EFFECTING  LAYOFFS  AND  IN  SUPPLYING  INFORMATION  TO  EMPLOYEES. 
CIVIL  SERVICE  COMMISSION  RULE  32  - LAYOFF  AND  INVOLUNTARY  LEAVE,  IS 
THE  BASIC  RESOURCE  AND  PROVIDES  SPECIFIC  INFORMATION. 


When  a department  is  required  to  effect  a reduction  in  force  (Lay-Off),  the  procedures 
listed  below  must  be  followed  in  order. 


1.  A decision  is  made  by  the  department  as  to  the  class  or  classes  in  which  lay-offs 
will  occur. 

2.  Employees  in  the  affected  classes  are  canvassed,  including  those  on  authorized 
leaves  of  absence,  to  determine  if  any  employee  will  volunteer  to  be  laid  off. 
Canvassing  of  employees  may  be  done  either  in  writing  on  an  individual  basis  or 
by  posting  a general  notification  requiring  a response  within  a specified  period  of 
time.  In  all  cases  of  voluntary  lay-off,  a written  response  is  required  from  the 
employees  who  volunteer  to  be  laid  off.  (See  ’’Attachment  A"  for  a sample  letter 
and  response  form). 

The  following  factors  involved  in  processing  voluntary  lay-offs  are  to  be  kept  in 
mind: 

a)  Voluntary  lay-offs  may  be  allowed  within  a status  in  a class  and 
department.  For  example,  a permanent  employee  may  not  elect  to  be  laid 
off  when  the  department  retains  probationary,  temporary  or  provisional 
employees  in  the  same  class;  a probationary  employee  may  not  elect  to  be 
laid  off  when  the  department  retains  temporary  and/or  provisional 
employees  in  the  same  class;  and  a temporary  employee  may  not  elect  to  be 
laid  off  when  the  department  retains  provisional  employees  in  the  same 
class. 

b)  Departments  must  advise  an  employee  who  elects  to  be  laid  off  of  his/her 
possible  rights  to  reinstatement  in  a former  class  which  may  not  be  affected 
by  lay-off. 

c)  Departments  must  notify  employees  that  volunteering  to  be  laid  off  may 
affect  their  eligibility  for  unemployment  compensation.  The  employee  must 
discuss  his/her  eligibility  with  the  State  of  California  Employment 
Development  Department  (EDD)  based  on  the  work  situation. 
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3.  For  those  positions  which  require  special  skills  or  qualifications  authorized  for 

Exception  to  the  Order  of  Lay-Off  (EOL)  by  Civil  Service  Commission  action  of 

May  6,  1988  the  following  steps  must  be  followed: 

a)  All  of  the  more  senior  employees  in  the  class  in  the  department  must  be 
canvassed  to  determine  if  any  of  those  individuals  possesses  the  requisite 
skill  or  qualification  and  is  available  to  perform  the  required  duties. 

b)  If  a more  senior  employee  possesses  the  required  skill  or  qualification  and 
is  available  to  perform  the  duties,  the  appointing  officer  must  assign  that 
employee  to  the  position  authorized  for  an  Exception  to  the  Order  of 
Lay-Off.  The  decision  of  the  appointing  officer  in  making  the  assignment 
is  final. 

c)  Employees  who  are  retained  when  an  Exception  to  the  Order  of  Lay-Off  is 
exercised  may  be  bumped  by  a more  senior  Holdover  who  has  the  required 
skills  on  qualification.  These  employees  must  be  notified  by  the 
appointing  officer  or  designee  of  this  possibility. 

4.  Departments  must  notify  employees  who  are  to  be  affected  by  the  reduction  in 

force  and  must  adhere  to  the  following  factors: 

a)  Permanent  and  probationary  employees  may  be  placed  on 
Involuntary  Leave  rather  than  being  laid  off. 

b)  The  MOU  with  Service  Employees  International  Union  (SEIU) 
requires  a minimum  of  thirty  (30)  days  advance  notice  to  an 
employee  represented  by  that  organization.  That  MOU  also 
requires  that  the  employee  organization  be  notified.  (See 
"Attachment  C"  for  a list  of  classes  represented  by  SEIU). 

SEIU  may  be  notified  by  sending  a photocopy  of  the 
SEPARATION  REPORT;  Send  to  SEIU  at  240  Golden  Gate 
Avenue,  San  Francisco,  CA  94102. 

c)  Some  MOU's  require  that  departments  meet  and  confer  on 
lay-offs  or  work  loads.  The  Employee  Relations  Division 
(ERD)  of  the  Board  of  Supervisors  will  provide  the 
departments  with  additional  information  on  this  subject; 

d)  Employees  must  be  given  a copy  of  the  Civil  Service 
Commission  leaflet  "Information  to  Employees  Regarding 
Layoff  and  Involuntary  Leave  of  Absence"  (Revised  3/2/88) 
at  the  time  of  notification. 

5.  Complete  the  SEPARATION  REPORT  (See  Attachment  B)  according 

to  the  instructions  below  and  present  it  to  the  employee. 


Revised:  5/20/88 
4/8/88 


-2- 


STEP  1 - Complete  the  information  at  the  top  of  the  SEPARATION  REPORT 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
CIVIL  SERVICE  COMMISSION 

SEPARATION  REPORT 

NAME  (LAST,  FIRST,  M.l.) 
- 

DATE  ISSUED 

DEPT.  CONTROL  NO. 

CIVIL  SERVICE  USE  ONLY 

SR- 

CLASS  TITLE 

DATE  OF  BIRTH 

EMPLOYEE  NUMBER 

SOCIAL  SECURITY  NO. 

TYPE  OF  APPOINTMENT 

PERMANENT  LIMITED  TENURE 

CERTIFIED-  EXEMPT-PERM. 

TEMP  (TCS) 

EXEMPT-TEMP. 

NON  CIVIL  SERVICE  (NCS) 

WORK  SCHEDULE 

FULL-TIME 

PART-TIME 

SCHOOL  TERM 

AS  NEEDED 

PART-TIMI 

HOURS 

E CSC  RQ  NUMBER  RANK  LIST  CERTIFICATION  OR 

START  WORK  DATE 

© 

DEPT 

5 

FUND  OBJECT 

CLASS 

POSITION 

NUMBER 

DATE  EFFECTIVE  |$  TH|S  A COMPLETE 

SEPARATION  FROM  YES  /'TS 

CITY  AND  COUNTY  SERVICE?  NO 

IF  NOT,  « 
© 

SPECIFY  EMPLOYEE'S  1 

4EW  DEPARTMENT 

IS  THE  EMPLOYEE 
SERVING  A 

PROBATIONARY  YES 

PERIOD  AT  THE 

TIME  OF  SEPARATION?  NQ 

IF  YES 

SPECIFY  ENTRANCE 

TYPE 

PROMOTIVE 

ADDRESS  - COMPLETE  FOR  PARTS  3,  4 OR  6 ONLY 
TELEPHONE  NUMBER: 

Each  box  in  this  section  of  the  form  must  be  completed 

NOTES: 

1.  If  the  employee  is  being  separated  from  a temporary  or  provisional 
appointment,  but  has  permanent  status  in  another  class;  or  is  a uniformed 
member  of  the  Police,  Fire,  Sheriff’s  Departments;  check  NO  to  the 
question  "Is  this  a complete  separation  from  City  and  County  service?"  In 
this  case,  the  department  restores  the  employee  to  the  former  class  if  the 
employee  is  on  leave  from  a position  in  the  same  department;  or,  if  on 
leave  from  another  department,  the  employee  returns  to  the  former 
department.  In  all  other  cases,  the  answer  in  this  section  is  YES. 

2.  When  the  answer  is  NO  as  explained  in  #1  above,  indicate  Class  Number 
and  Title,  and  Department  to  which  the  employee  is  returning. 

3.  Use  certification  date  for  permanent,  probationary  and  temporary  (from 
an  eligible  list)  employees.  Use  the  validation  date  of  the  limited  tenure 
appointment  for  limited  tenure  employees  and  the  start  work  date  for 
non-civil  service  employees. 
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STEP  2 - Do  NOT  complete  sections  1 through  5 of  the  SEPARATION  REPORT 


1 □ REASSIGNMENT 

• DISTRIBUTE  COPIES  A-C  ONLY 

NEW 

POSITION 

DEPT.  REQUISITION  NO. 

CSC  RQ  NUMBER 

DEPT 

DIV 

SEC 

FUND 

OBJECT 

CLASS 

POSITION 

NUMBER 

2 [^2  LEAVE/SUSPENSION  OVER  5 DAYS 

APPROVED  DURATION 
START  DATE 

SICK  LEAVE 

SUSPENSION 

LEAVE  TO  ACCEPT  A TEMPORARY  APPOINTMENT 

PERSONAL  LEAVE 

MATERNITY  LEAVE 

OTHER  - SPECIFY 

MILITARY  (ATTACH  COPY  OF  ORDERS) 

END  DATE 

3 [^\  DISCHARGE 

DISMISSAL/TERMINATION 

AUTOMATIC  RESIGNATION 

EMPLOYEE  HAS  REACHED 

PERMISSABLE  LIMIT  OF 
TEMPORARY  EMPLOYMENT 


4 {^3  RESIGNATION 

SATISFACTORY  SERVICES 

UNSATISFACTORY  SERVICES 

TO  ACCEPT  ANOTHER  CIVIL 

SERVICE  POSITION  (NOT  A SEPARATION 
FROM  THE  CITY  AND  COUNTY  SERVICE) 


BY  THE  APPOINTEE:  I HEREBY  FREELY  AND  VOLUNTARILY  RESIGN 
FROM  THE  ABOVE  POSITION.  I REQUEST  APPROVAL  OF  THIS 
RESIGNATION  AS  OF  THE  EFFECTIVE  DATE  WITH  THE  FULL 
UNDERSTANDING  THAT  ONCE  APPROVED,  I MAY  ACQUIRE 
ANOTHER  POSITION  IN  THIS  CLASS  ONLY  AS  PROVIDED  IN  THE 
RULES  OF  THE  CIVIL  SERVICE  COMMISSION  (SEE  EMPLOYEE 
COPY  AND  CSC  RULES  13  & 33) 


SIGNATURE 


DATE 


5 I I OTHER 


-REINSTATEMENT 

-TRANSFER 

-RETIREMENT 

-DEATH 
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STEP  3 - Complete  section  6 of  the  SEPARATION  REPORT  (LAY-OFF). 


6 □ LAY-OFF 

REASON 

NOTIFICATION 

BY  THE  APPOINTEE:  1 ACKNOWLEDGE  RECEIPT  OF 
THE  CIVIL  SERVICE  INFORMATION  LEAFLET. 

INVOLUNTARY  LEAVE 

LACK  OF  WORK 

HAND  DELIVERED 

INVOLUNTARY  LAY-OFF 

LACK  OF  FUNDS 

CERTIFIED 

SIGNATURE  DATE 

VOLUNTARY  LAY-OFF 

DISPLACED 

MAIL 

Permanent  and  probationary  employees  are  to  be  placed  on  Involuntary  Leave  unless 
they  have  volunteered  to  be  laid  off.  Employees  who  wish  to  change  the  designation 
from  "Involuntary  Leave"  to  "Laid  Off"  may  change  and  initial  the  form  at  the  time 
of  notification  or  at  any  time  by  simultaneously  notifying  in  writing  the  Civil  Service 
Commission,  Health  Service  System  and  Retirement  System.  Temporary  (from  an 
eligible  list)  and  provisional  (non-civil  service  and  limited  tenure)  employees  are  not 
eligible  for  Involuntary  Leave  and  must  be  laid  off. 

If  "Voluntary  Lay-Off"  is  checked,  a copy  of  the  employee's  written  request  to  be 
laid  off  must  accompany  the  form. 

If  an  employee  who  has  volunteered  to  be  laid  off  elects  to  be  placed  on  involuntary 
leave  rather  than  be  laid  off,  type  ELECTIVE  INVOLUNTARY  LEAVE  at  the  bottom 
of  the  section. 

One  of  the  categories  in  the  REASON  section  must  be  checked.  If  RETRENCHMENT 
(in  anticipation  of  lack  of  funds)  is  the  cause  of  the  separation,  LACK  OF  FUNDS  is 
checked  and  RETRENCHMENT  typed  at  the  bottom  of  the  section. 

The  method  of  notification  must  be  checked.  It  is  preferable  that  the  SEPARATION 
REPORT  be  hand-delivered  to  expedite  processing. 

The  employee  must  sign  and  date  the  form  in  the  space  provided  in  Section  6.  A copy 
is  to  be  provided  to  the  employee  after  it  is  signed  by  an  authorized  signatory.  If  the 
employee  refuses  to  sign  the  SEPARATION  REPORT,  type  "Employee  refused  to 
sign",  with  the  date  and  the  signature  of  the  person  presenting  the  form. 
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STEP  4 - Complete  departmental  information  at  the  bottom  of  the  SEPARATION 
REPORT. 


APPOINTING  OFFICER  SIGNATURE 


CSC  1-67  (REV.  1/84) 


TELEPHONE  NUMBER 


CIVIL  SERVICE  USE 


RQ  LOG 
POSTED 

HOLDOVER  CANVASSED  _ 


The  appointing  officer  or  designee  reviews  the  form  for  conformity  with  Civil  Service 
Commission  Rule  32  - Lay-off  and  Involuntary  Leave,  and  these  instructions,  and 
completes  this  section. 

5.  The  copies  of  the  SEPARATION  REPORT  are  distributed  to  the  agencies  listed 
at  the  bottom  of  each  copy.  The  Civil  Service  Commission  (Green)  and  the 
Timeroll  Audit  copy  (Blue)  are  stapled  together  and  delivered  to  Room  52A 
(Basement)  City  Hall.  If  the  employee  refused  to  sign  the  SEPARATION 
REPORT,  the  employee's  copy  must  be  sent  to  the  employee  by  certified  mail. 

The  following  additional  documents  may  be  required  in  order  to  process  the 
SEPARATION  REPORT: 

a)  If  the  employee  volunteered  to  be  laid  off,  a copy  of  the  employee's 
written  request  to  be  laid  off  must  be  attached  to  the  Civil  Service 
Commission  copy  (Green)  of  the  SEPARATION  REPORT. 

b)  When  the  separation  was  effected  using  an  Exception  to  the  Order  of 
Lay-Off  as  approved  by  the  Civil  Service  Commission  on  May  6,  1988: 

1)  If  the  separation  is  for  the  least  senior  employee  in  the  class  and 
department  who  possesses  the  requisite  skill  or  qualification,  and  a 
more  senior  employee  is  being  reassigned  to  the  position,  a 
SEPARATION  REPORT  for  the  Reassignment  of  the  more  senior 
employee  (Section  1 of  the  Separation  Report  completed)  must  be 
attached  to  the  SEPARATION  REPORT  reflecting  the  lay-off  of  the 
least  senior  employee. 

2)  If  none  of  the  more  senior  employees  possesses  the  requisite  skill  or 
qualification,  a statement  signed  by  the  appointing  officer  that  all  of 
the  more  senior  employees  in  that  class  have  been  canvassed  and 
none  possess  the  requisite  qualifications  must  be  attached  to  the 
SEPARATION  REPORT  of  the  employee  who  is  being  laid-off. 

(Proof  of  the  canvassing  must  be  retained  in  the  department  and  must 
be  readily  available  for  audit  by  the  Civil  Service  Commission  staff). 
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c)  If  the  employee's  class  is  represented  by  the  Service  Employees 
International  Union  (SEIU),  a photocopy  of  the  SEPARATION  REPORT 
must  be  forwarded  to  that  agency  at  240  Golden  Gate  Avenue,  San 
Francisco,  CA  94102.  ATTACHMENT  C contains  a listing  of  all  classes 
represented  by  SEIU. 

d)  A copy  of  the  Outplacement  Resource  Catalog.  Additional  copies  of  the 
catalog  are  available  from  the  Civil  Service  Commission  Equal 
Employment  Opportunity  Unit,  Room  151  City  Hall. 

6.  If  the  separated  employee  was  in  a temporary  or  provisional  status  and  on  leave 
from  a permanent  position  in  the  same  or  another  department,  the  employee 
must  be  returned  to  duty  in  his/her  permanent  class  and  department.  If  no 
vacancies  exist  in  that  class  and  department,  the  employee  will  displace  the 
least  senior  employee  in  that  class  and  department.  Employees  on  leave  from 
another  department  must  be  instructed  to  immediately  notify  the  department 
from  which  the  leave  was  taken  that  the  leave  has  been  abridged  and  the 
effective  date  of  the  abridgement. 

7.  If  the  separated  employee's  status  was  permanent  or  probationary,  the  Civil 
Service  Commission  staff  will  determine  his/her  reinstatement  or  reemployment 
rights.  No  further  action  is  required  by  the  department. 

To  assist  departments  in  counseling  employees  as  to  their  options  at  the  time  of 

separation,  the  following  resources  and  definitions  may  be  useful. 
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RESOURCES 


Section  3.501  of  the  Charter  of  the  City  and  County  of  San  Francisco 

Section  3.661  of  the  Charter  of  the  City  and  County  of  San  Francisco 

Civil  Service  Commission  Rule  32  - Lay-off  and  involuntary  Leave 

Civil  Service  Commission  information  leaflet  "INFORMATION  TO  EMPLOYEES 
REGARDING  LAYOFF  AND  INVOLUNTARY  LEAVE  OF  ABSENCE." 

Copies  of  Rule  32  and  the  informational  leaflet  are  available  for  pick-up  in  the  Civil 
Service  Commission  Certification  Unit,  Room  52E  (Basement,  City  Hall). 

DEFINITIONS 


SENIORITY 


Seniority  in  the  event  of  a reduction  of  force  is  calculated  separately  in  the  Civil 
Service  Commission  Rules  for  each  type  of  employment  status: 


1.  PERMANENT 


2.  TEMPORARY 
(FROM  ELIGIBLE 
LIST) 


3.  LIMITED 
TENURE 
(PROVISIONAL) 


Seniority  shall  be  determined  by  the  date  of 
certification  which  resulted  in  a permanent 
appointment  to  a position  in  a classification  in  a 
department.  In  the  event  of  identical  dates,  seniority 
shall  be  determined  by  rank  on  the  eligibility  list,  the 
higher  eligible  the  senior. 

Seniority  shall  be  determined  by  the  date  of 
certification  which  resulted  in  a temporary 
appointment  to  a temporary  position  in  a classification 
in  a department.  In  the  event  of  identical  dates, 
seniority  shall  be  determined  by  rank  on  the  eligible 
list,  the  higher  eligible  being  the  senior. 

Seniority  shall  be  determined  by  the  date  an 
appointee  starts  to  work  in  a position  in  a 
classification  in  a department  on  a limited  tenure 
basis.  Seniority  in  the  event  of  ties  shall  be 
determined  by  the  appointing  officer. 


Employees  who  resign  or  are  terminated  and  subsequently  are  reappointed  shall  have 
their  seniority  determined  by  their  new  dates  of  certification  following  separation. 

Civil  Service  Commission  Rules  do  not  define  seniority  for  non-civil  service 
employees.  Such  employees  may  be  separated  by  the  appointing  officer  at  any  time 
without  regard  to  length  of  service.  However,  departments  are  urged  to  establish  a 
lay-off  policy  and  apply  it  uniformly  to  non-civil  service  employees  if  strict  seniority 
is  not  going  to  be  used.  To  calculate  seniority,  use  "start  work  date"  in  the  current 
appointment. 
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ORDER  OF  LAY-OFF 


In  most  cases,  lay-off  of  employees  is  by  inverse  order  of  seniority  in  a class  and 
department  in  the  following  order  of  priority: 

Non-Civil  Service 

Temporary  and  Permanent  Exempt 

Limited  Tenure 

Temporary  (from  an  eligible  list) 

Probationary 

Permanent 


INVOLUNTARY  LAY-OFF 


An  Involuntary  Lay-Off  is  separation  from  employment  due  to  lack  of  work,  lack  of 
funds,  displacement  by  a more  senior  employee  or  retrenchment.  The  name  of  a 
permanent  or  probationary  employee  who  is  laid  off  is  placed  on  a Permanent  Holdover 
Roster  for  the  class  and  retains  eligibility  for  future  permanent  employment  in  the  class 
from  which  laid  off.  When  a temporary  (from  an  eligible  list)  employee  is  laid  off,  his/her 
name  is  returned  to  the  eligible  list  from  which  appointed  if  the  list  has  not  expired. 

After  the  eligible  list  expires,  the  person's  name  is  placed  on  a Temporary  Holdover 
Roster  for  future  temporary  appointment.  A laid  off  employee  who  ceases  to  be  a 
member  of  the  Retirement  and  Health  Service  Systems  may  be  paid  for  earned  and  unused 
vacation,  and  may  be  eligible  for  unemployment  compensation. 


INVOLUNTARY  LEAVE 


Permanent  and  probationary  employees  who  are  to  be  separated  from  employment 
due  to  lack  of  work,  lack  of  funds,  displacement  by  a more  senior  employee  or 
retrenchment  are  placed  on  Involuntary  Leave  unless  they  elect  to  be  laid  off.  Employees 
on  Involuntary  Leave  are  granted  holdover  rights;  remain  in  the  Retirement  System;  may 
continue  to  receive  health  insurance  provided  by  the  Health  Service  System  while  they  are 
holdovers  if  they  continue  to  pay  any  employee  portion  of  the  premium;  may  be  eligible 
for  unemployment  compensation;  but,  may  not  receive  payment  for  earned  and  unused 
vacation  since  they  are  on  an  authorized  leave  of  absence  and  have  not  been  officially 
separated. 


VOLUNTARY  LAY-OFF 


A Voluntary  Lay-Off  is  separation  from  employment  due  to  lack  of  work,  lack  of 
funds,  or  retrenchment  wherein  an  employee  volunteers  to  be  laid  off  even  though  he/she 
may  not  be  the  least  senior  in  the  class  and  department.  Employees  on  voluntary  lay-off 
become  holdovers  if  they  were  appointed  from  an  eligible  list;  cease  to  be  members  of  the 
Retirement,  and  Health  Service  Systems;  and  may  receive  payment  for  earned  and  unused 
vacation.  Eligibility  for  unemployment  compensation  is  determined  by  the  State  of 
California  Employment  Development  Department  (EDD).  An  employee  who  volunteers  to 
be  laid  off  may  have  reinstatement  rights  to  a former  class  which  may  not  be  affected  by 
the  lay-off. 
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ELECTIVE  INVOLUNTARY  LEAVE 


Permanent  and  probationary  employees  who  have  volunteered  to  be  laid  off  may  also 
elect  to  be  placed  on  involuntary  leave  when  a reduction  in  force  is  necessary.  Such 
employees  become  permanent  holdovers;  may  remain  in  the  Retirement  System;  and  may 
continue  to  receive  health  insurance  provided  by  the  Health  Service  System  while  they  are 
holdovers  if  they  continue  to  pay  any  employee  portion  of  the  premium.  They  may  not 
receive  payment  for  earned  and  unused  vacation.  Eligibility  for  unemployment 
compensation  is  determined  by  the  State  of  California  Employment  Development 
Department  (EDD).  An  employee  who  volunteers  to  be  laid  off  may  have  reinstatement 
rights  to  a former  class  which  may  not  be  affected  by  the  lay-off. 

PLEASE  REFER  TO  THE  ATTACHED  CHART  "REDUCTION  IN  FORCE  - OPTIONS  FOR 
EMPLOYEES"  (ATTACHMENT  D) 


HOLDOVER 


A permanent,  probationary  or  temporary  (from  an  eligible  list)  employee  who  was 
voluntarily  or  involuntarily  laid  off,  or  placed  on  involuntary  leave  is  deemed  a 
"holdover."  Such  person  is  ranked  on  a "Holdover  Roster"  in  order  of  seniority  in  the  class 
in  the  City  and  County  Service.  Holdover  Rosters  have  absolute  priority  over  regular 
eligible  lists.  Appointments  must  be  made  from  the  Holdover  Roster  before  any  other 
method  of  appointment  is  used.  Certifications  from  the  Roster  are  made  under  the  "Rule 
of  One"  (i.e.  the  highest  ranking  Holdover  is  certified  first).  A person  may  remain  a 
holdover  for  a period  of  five  years  from  the  date  of  lay-off  or  involuntary  leave. 

Seniority  in  a class  is  not  earned  while  on  a Holdover  Roster. 


HOLDOVER  ROSTER 


A list  of  holdovers  in  rank  order  of  total  seniority  in  a class  which  is  used  to  fill 
vacancies  in  that  class  in  any  department  by  Rule  of  One  certification. 


EXCEPTION  TO  THE  ORDER  OF  LAY-OFF  (EOL) 


Under  the  authority  of  Civil  Service  Commission  Rule  32.05(C)  a person  who  was 
appointed  to  a position  requiring  special  skills  or  qualifications  as  approved  by  the  General 
Manager,  Personnel,  may  continue  in  that  position  when  lay-offs  are  required  unless  a 
more  senior  employee  possesses  the  requisite  skills  or  qualifications  . An  Exception  to  the 
Order  of  Lay-Off  requires  Civil  Service  Commission  Approval. 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


MEMORANDUM 


April  8,  1988 


TO:  All  Employees  in  the  (Department) 

FROM:  Department  Head 

SUBJECT:  VOLUNTARY  LAY-OFFS 


As  you  are  aware,  the  City  and  County  of  San  Francisco  is  experiencing  a 
serious  fiscal  deficit.  It  is  anticipated  that  a reduction  in  the  work  force  (Lay-Offs)  will 
be  required.  The  fiscal  deficit  and  the  consequent  lay-offs  will  directly  affect  this 
Department  and  its  employees. 

Lay-offs  under  Civil  Service  Commission  Rules  are  ordinarily  effected  by 
inverse  seniority.  However,  under  certain  circumstances,  employees  may  volunteer  to  be 
laid  off  regardless  of  their  seniority.  Civil  Service  Commission  Rules  also  require  that 
layoffs,  including  voluntary  lay-offs,  be  done  by  status  in  a class  in  a department  in  the 
following  order:  first,  non-civil  service;  second,  limited  tenure;  third,  temporary  (from  an 
eligible  list);  fourth,  probationary;  and  last,  permanent.  All  employees  in  each  status 
must  be  laid  off  prior  to  effecting  lay-offs  in  the  next  status,  i.e., 

(1)  all  non-civil  service  employees  in  the  class  must  be  laid  off  before  any 
limited  tenure  employees  in  the  class  are  laid  off; 

(2)  all  limited  tenure  employees  in  the  class  must  be  laid  off  prior  to  the 
lay-off  of  any  temporary  employees  in  the  class; 

(3)  all  temporary  employees  in  the  class  must  be  laid  off  prior  to  the  lay-off 
of  any  probationary  employees  in  the  class; 

(4)  all  probationary  employees  in  the  class  must  be  laid  off  prior  to  the 
lay-off  of  any  permanent  employees  in  the  class. 

Accordingly,  requests  to  be  laid-off  may  be  approved  by  employment  status 
only.  In  other  words,  approval  cannot  be  granted  to  limited  tenure  employees  who  elect 
to  be  laid  off  when  there  are  non-civil  service  employees  in  the  same  class;  approval  for 
temporary  employees  cannot  be  granted  when  there  are  limited  tenure  employees  in  the 
class,  etc. 


In  order  to  address  the  inevitability  of  mandatory  lay-offs,  this  office  must 
be  advised  if  there  are  employees  in  this  department  who  will  volunteer  to  be  laid  off  if  a 
decision  is  made  to  affect  a specific  class  in  the  agency.  (Note:  This  same  process  was 
used  immediately  after  Proposition  13  passed  and  assisted  in  the  retention  of  some 
employees  who  would  have  otherwise  been  laid  off).  Keep  in  mind  that  it  may  not  be 
possible  to  accommodate  the  request  if  the  class  is  not  to  be  involved  in  lay-offs  or  if  the 
status  of  the  employee  in  the  affected  class  is  such  that  lay-off  is  not  possible. 
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Please  complete  the  attached  form  if  you  are  volunteering  to  be  laid  off  and  return  it 

to by  deadline.  If  the  form  is  not  received  by  that  date, 

it  will  be  assumed  that  you  are  not  volunteering  to  be  laid  off. 

Prior  to  volunteering  to  be  laid  off,  employees  must  verify  their  own  eligibility  for 
Unemployment  Insurance  with  the  California  Employment  Development  Department 
(EDD).  Also  keep  in  mind  that  an  employee  who  volunteers  to  be  laid  off  may  have 
reinstatement  rights  to  a former  class  which  may  not  be  affected  by  a lay-off  in  the 
current  class. 

If  you  need  any  additional  information  prior  to  making  a decision,  please 
contact at . 

Thank  you  for  your  assistance  in  this  matter.  Please  be  assured  that  every  effort  is 
being  made  to  minimize  lay-offs  and  displacements  of  employees  in  this  department  while 
attempting  to  maintain  required  services  and  continuity  of  those  services. 


JJW/vl 
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City  and  County  of  San  Francisco 


Civil  Service  Commission 


DATE:. 


REQUEST  FOR  LAY-OFF 


NAME  

CLASS  NO.  TITLE 

DEPARTMENT 

STATUS  (Circle  One)  PERMANENT 

PROBATIONARY 

TEMPORARY  (from  an  eligible  list) 
LIMITED  TENURE 
NON-CIVIL  SERVICE 


I have  read  the  memorandum  dated  entitled  Voluntary 

Lay-Offs.  In  the  event  that  It  Is  necessary  to  reduce  the  staff  of  this 
department,  and  my  class  and  status  Is  affected,  I VOLUNTEER  TO  BE  LAID 
OFF.  I understand  that  any  lay-off  must  be  consistent  with  the  Rules  of 
the  Civil  Service  Commission. 


SIGNATURE. 

DATE 


(4145B) 
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- 


NAME  (LAST,  FIRST,  M.l.) 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
CIVIL  SERVICE  COMMISSION 


SEPARATION  REPORT 


DEPT.  CONTROL  NO. 


CIVIL  SERVICE  USE  ONLY 

SR- 


EMPLOYEE  NUMBER 


SOCIAL  SECURITY  NO. 


TYPE  OF  APPOINTMENT 


-LIMITED  TENURE 
_EXEMPT-PERM. 
_ EXEMPT-TEMP. 


NON  CIVIL  SERVICE  (NCS) 


WORK  SCHEDULE 

FULL-TIME 

PART-TIME 

SCHOOL  TERM 

AS  NEEDED 


CSC  RQ  NUMBER 


DATE  EFFECTIVE 


IS  THIS  A COMPLETE 
SEPARATION  FROM 
CITY  AND  COUNTY  SERVICE? 


IF  NOT,  SPECIFY  EMPLOYEE'S  NEW  DEPARTMENT 


IS  THE  EMPLOYEE 
SERVING  A 
PROBATIONARY 
PERIOD  AT  THE 
TIME  OF  SEPARATION? 


IF  YES 

SPECIFY 

TYPE 


ADDRESS  - COMPLETE  FOR  PARTS  3,  4 OR  6 ONLY 


TELEPHONE  NUMBER: 


1 I I REASSIGNMENT  - DISTRIBUTE  COPIES  A-C  ONLY 

NEW 

POSITION 

DEPT.  REQUISITION  NO. 

CSC  RQ  NUMBER 

DEPT 

DIV 

SEC 

FUND 

OBJECT 

CUSS 

POSITION 

NUMBER 

2 LEAVE/SUSPENSION  OVER  5 DAYS 

APPROVED  DURATION 
START  DATE 

SICK  LEAVE 

SUSPENSION 

LEAVE  TO  ACCEPT  A TEMPORARY  APPOINTMENT 

PERSONAL  LEAVE 

MATERNITY  LEAVE 

OTHER  - SPECIFY 

MILITARY  (ATTACH  COPY  OF  ORDERS) 

END  DATE 

3 □ DISCHARGE 

DISMISSAL/TERMINATION 

AUTOMATIC  RESIGNATION 

EMPLOYEE  HAS  REACHED 

PERMISSABLE  LIMIT  OF 
TEMPORARY  EMPLOYMENT 


4 RESIGNATION 

—SATISFACTORY  SERVICES 
—UNSATISFACTORY  SERVICES 
_TO  ACCEPT  ANOTHER  CIVIL 

SERVICE  POSITION  (NOT  A SEPARATION 
FROM  THE  CITY  AND  COUNTY  SERVICE) 


BY  THE  APPOINTEE:  I HEREBY  FREELY  AND  VOLUNTARILY  RESIGN 
FROM  THE  ABOVE  POSITION.  I REQUEST  APPROVAL  OF  THIS 
RESIGNATION  AS  OF  THE  EFFECTIVE  DATE  WITH  THE  FULL 
UNDERSTANDING  THAT  ONCE  APPROVED,  I MAY  ACQUIRE 
ANOTHER  POSITION  IN  THIS  CUSS  ONLY  AS  PROVIDED  IN  THE 
RULES  OF  THE  CIVIL  SERVICE  COMMISSION  (SEE  EMPLOYEE 
COPY  AND  CSC  RULES  13  & 33) 


SIGNATURE 


DATE 


5 I I OTHER 


-REINSTATEMENT 

-TRANSFER 

-RETIREMENT 

-DEATH 


6 Q LAY-OFF 

INVOLUNTARY  LEAVE 

REASON 

LACK  OF  WORK 

NOTIFICATION 
HAND  DELIVERED 

BY  THE  APPOINTEE:  1 ACKNOWLEDGE  RECEIPT  OF 
THE  CIVIL  SERVICE  INFORMATION  LEAFLET. 

INVOLUNTARY  LAY-OFF 

VOLUNTARY  LAY-OFF 

LACK  OF  FUNDS 

DISPLACED 

CERTIFIED 

MAIL 

SIGNATURE  DATE 

APPOINTING  OFFICER  SIGNATURE 


Cl-67  (REV.  1/84)  4/8/88 


TELEPHONE  NUMBER 


CIVIL  SERVICE  USE 


RQ  LOG 
POSTED 

HOLDOVER  CANVASSED  _ 
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CLS  3.14  : SEIU  Classes 


( 


City  and  County  of  San  Francisco  - Civil  Service  Commission 
EMPLOYEE  RELATIONS  INFORMATION  : CLS  3.14 
Class  Represented  by  SEIU  Joint  Council;  Locals  250,  535,  790 
Brief  by  Job  Class  Number 

Generated  March  29.  1988  at  12:31  PM 


Class 


Title 


Budgeted  Positions 
Local  Perm  Temp 


0638  CRIMINAL  COURTS  ADMINISTRATOR LOCAL  790  1 

1201  PERSONNEL  TECHNICIAN  TRAINEE LOCAL  790  0 

1202  PERSONNEL  CLERK LOCAL  790  33 

1204  SENIOR  PERSONNEL  CLERK LOCAL  790  17 

1212  TIMEROLL  AUDIT  CLERK... LOCAL  790  11 

1214  SENIOR  TIMEROLL  AUDIT  CLERK LOCAL  790  0 

1216  PRINCIPAL  TIMEROLL  AUDIT  CLERK LOCAL  790  0 

1217  CERTIFICATION  SUPERVISOR LOCAL  790  1 

1218  PAYROLL  SUPERVISOR LOCAL  790  5 

1220  PAYROLL  CLERK LOCAL  790  122 

1222  SENIOR  PAYROLL  AND  PERSONNEL  CLERK LOCAL  790  50 

1224  PRINCIPAL  PAYROLL  AND  PERSONNEL  CLERK...  LOCAL  790  18 

1226  CHIEF  PAYROLL  AND  PERSONNEL  CLERK LOCAL  790  10 

1227  TESTING  TECHNICIAN LOCAL  790  4 

1228  SENIOR  TESTING  TECHNICIAN LOCAL  790  2 

1310  PUBLIC  RELATIONS  ASSISTANT LOCAL  790  1 

1330  CONSUMER  RELATIONS  REP LOCAL  790  0 

1402  JUNIOR  CLERK LOCAL  790  32 

1403  ELECTIONS  CLERK LOCAL  790  1 

1404  CLERK LOCAL  790  172 

1406  SENIOR  CLERK LOCAL  790  47 

1407  SENIOR  EQUALIZATION  CLERK LOCAL  790  1 

1408  PRINCIPAL  CLERK LOCAL  790  63 

1410  CHIEF  CLERK LOCAL  790  19 

1414  ELECTIONS  SUPERVISOR LOCAL  790  1 

1422  JUNIOR  CLERK  TYPIST LOCAL  790  3 

1424  CLERK  TYPIST LOCAL  790  580 

1425  EQUALIZATION  CLERK-TYPIST LOCAL  790  0 

1426  SENIOR  CLERK  TYPIST LOCAL  790  1.047 

1428  WARD  CLERK LOCAL  250  1 13 

1430  TRANSCRIBER  TYPIST LOCAL  790  42 

1432  SENIOR  TRANSCRIBER  TYPIST LOCAL  790  10 

1436  BRAILLIST LOCAL  790  4 

1440  MEDICAL  TRANSCRIBER  TYPIST LOCAL  790  24 

1442  JUNIOR  CLERK  STENOGRAPHER LOCAL  790  2 

1444  SECRETARY  I LOCAL  790  82 

1446  SECRETARY  II LOCAL  790  340 

1450  EXECUTIVE  SECRETARY  I LOCAL  790  54 

1458  LEGAL  SECRETARY  I LOCAL  790  70 

1459  LEGISLATIVE  SECRETARY.  BO  OF  EDUCATION..  LOCAL  790  1 

1460  LEGAL  SECRETARY  II LOCAL  790  18 

1464  MEDICAL  CLERK  STENOGRAPHER LOCAL  790  3 

1468  WATER  SERVICES  CLERK LOCAL  790  17 

1470  SERVICES  AND  SUPPLY  ASST  SUPERVISOR LOCAL  790  1 

1474  CLAIMS  PROCESS  CLERK LOCAL  790  8 

1476  SENIOR  CLAIMS  PROCESS  CLERK LOCAL  790  13 

1478  SENIOR  WATER  SERVICES  CLERK LOCAL  790  16 

1480  PRINCIPAL  WATER  SERVICES  CLERK LOCAL  790  6 

1486  EDUCATIONAL  CREDENTIALS  TECHNICIAN LOCAL  790  3 

1487  FINANCIAL  AIDS  ASSISTANT LOCAL  790  10 

1494  CLERK  I LOCAL  790  0 

1495  CLERK  II LOCAL  790  0 

1496  CLERK  III LOCAL  790  0 

1497  SUPERVISING  CLERK  I LOCAL  790  0 

1498  SUPERVISING  CLERK  II LOCAL  790  2 

1499  SUPERVISING  CLERK  III LOCAL  790  0 

1502  CONFID  SECY  TO  DIR.  PARKING  AUTHORITY...  LOCAL  790  1 

1512  CONFID  SECY  AND  EXEC  ASST  TO  PUB  DEFEN..  LOCAL  790  1 

1602  CALCULATING  MACHINE  OPER  (KEY  DRIVE)....  LOCAL  790  11 

1626  JUNIOR  ACCOUNT  CLERK LOCAL  790  0 

1630  ACCOUNT  CLERK LOCAL  790  159 

1632  SENIOR  ACCOUNT  CLERK LOCAL  790  88 


0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 


0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
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Budgeted  .Positions 
Local  Penn  Temp 


1634  PRINCIPAL  ACCOUNT  CLERK LOCAL  790 

1635  HEALTH  CARE  BILLING  CLERK  I LOCAL  790 

1636  HEALTH  CARE  BILLING  CLERK  II LOCAL  790 

1637  PATIENT  ACCOUNTS  CLERK LOCAL  790 

1638  ACCOUNTING  MACHINE  OPERATOR.............  LOCAL  790 

1640  SENIOR  ACCOUNTING  MACHINE  OPERATOR LOCAL  790 

1663  PATIENT  ACCOUNTS  SUPERVISOR LOCAL  790 

1664  PATIENT  ACCOUNTS  MANAGER LOCAL  790 

1706  TELEPHONE  OPERATOR LOCAL  790 

1708  SENIOR  TELEPHONE  OPERATOR LOCAL  790 

1710  CHIEF  TELEPHONE  OPERATOR LOCAL  790 

1720  DATA  ENTRY  OPERATOR LOCAL  790 

1721  SENIOR  DATA  ENTRY  OPERATOR LOCAL  790 

1724  SENIOR  TABULATING  MACHINE  OPERATOR LOCAL  790 

1727  SUPERVISING  DATA  ENTRY  OPERATOR LOCAL  790 

1742  SENIOR  BLUEPRINTING  MACHINE  OPERATOR LOCAL  790 

1750  MICROPHOTO  TECHNICIAN LOCAL  790 

1752  SENIOR  MICROPHOTO  TECHNICIAN LOCAL  790 

1760  OFFSET  MACHINE  OPERATOR LOCAL  790 

1762  SENIOR  OFFSET  MACHINE  OPERATOR ."  LOCAL  790 

1764  MAIL  AND  REPRODUCTION  SERVICE  SUPERVISOR  LOCAL  790 

1770  PHOTOGRAPHER 1 LOCAL  790 

1771  MEDIA  PRODUCTION  SPECIALIST LOCAL  790 

1772  PHOTO-LITHOGRAPHER '. . LOCAL  790  H- 

1774  HEAD  PHOTOGRAPHER ;j  LOCAL  790 

1802  RESEARCH  ASSISTANT........ LOCAL  790 

1803  POLICE  STATISTICAL  CLERK LOCAL  790 

1810  ACTUARIAL  CLERK LOCAL  790 

1820  JUNIOR  ADMINISTRATIVE  ANALYST LOCAL  790 

1822  ADMINISTRATIVE  ANALYST LOCAL  790 

1833  TAPE  LIBRARIAN,  EDP LOCAL  790 

1836  MEMBERSHIP  REP.  HEALTH  SERVICE  SYSTEM...  LOCAL  790 

1840  JUNIOR  MANAGEMENT  ASSISTANT LOCAL  790 

1842  MANAGEMENT  ASSISTANT LOCAL  790 

1844  SENIOR  MANAGEMENT  ASSISTANT. LOCAL  790 

1853  CONTROL  CLERK,  EDP LOCAL  790 

1855  SENIOR  CONTROL  CLERK.  EDP LOCAL  790 

1856  ASST  CONTROL  SUPERVISOR.  EDP LOCAL  790 

1858  CONTROL  SUPERVISOR.  EDP LOCAL  790 

1914  FILM  SERVICE  TECHNICIAN... LOCAL  790 

1920  INVENTORY  CLERK LOCAL  790 

1922  SENIOR  INVENTORY  CLERK LOCAL  790 

1924  MATERIALS  AND  SUPPLIES  SUPERVISOR LOCAL  790 

1926  SENIOR  MATERIALS  AND  SUPPLIES  SUPERVISOR  LOCAL  790 

1928  SCHOOL  SUPPLIES  ANALYST LOCAL  790 

1932  ASSISTANT  STOREKEEPER... LOCAL  790 

1933  SCHOOL  WAREHOUSE  ASSISTANT  SUPERVISOR...  LOCAL  790 

1934  STOREKEEPER.... LOCAL  790 

1936  SENIOR  STOREKEEPER 1’  LOCAL  790 

1938  STORES  AND  EQUIPMENT  ASST  SUPERVISOR LOCAL  790 

1940  STORES  AND  EQUIPMENT  SUPERVISOR LOCAL  790 

1948  CODING  SUPERVISOR.  PURCHASING  DEPT LOCAL  790 

2110  MEDICAL  RECORDS  CLERK LOCAL  790 

2112  MEDICAL  RECORDS  TECHNICIAN LOCAL  790 

2114  MEDICAL  RECORDS  TECHNICIAN  SUPERVISOR...  LOCAL  790 

2120  INSTITUTIONAL  ADMITTING  OFFICER LOCAL  250 

2202  DENTAL  AIDE LOCAL  250 

2204  DENTAL  HYGIENIST LOCAL  250 

2301  ORDERLY  TRAINEE LOCAL  250 

2302  ORDERLY LOCAL  250 

2304  PSYCHIATRIC  ORDERLY LOCAL  250 

2305  PSYCHIATRIC  TECHNICIAN LOCAL  250 

2306  SENIOR  PSYCHIATRIC  ORDERLY LOCAL  250 

2310  SURGICAL  PROCEDURES  TECHNICIAN LOCAL  250 

2312  LICENSED  VOCATIONAL  NURSE LOCAL  250 

2320  REGISTERED  NURSE LOCAL  790 

2323  CLINICAL  NURSE  SPECIALIST LOCAL  790 

2328  NURSE  PRACTITIONER LOCAL  790 

2330  ANESTHETIST LOCAL  790 

2340  OPERATING  ROOM  NURSE LOCAL  790 
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Class 

Title  ' 

Budgeted  Positions 
Local  Perm  Temp 

2390 

CENTRAL  SUPPLY  PROCESS  AND  DISTR  TECH... 

LOCAL  250 

51 

0 

2402 

LABORATORY  HELPER. 

LOCAL  250 

6 

0 

2406 

PHARMACY  HELPER 

LOCAL  250 

5 

0 

2408 

SENIOR  PHARMACY  HELPER.... 

LOCAL  250 

1 

0 

2409 

PHARMACY  TECHNICIAN. 

LOCAL  250 

20 

0 

2416 

BACTERIOLOGICAL  LABORATORY  ASSISTANT.... 

LOCAL  250 

11 

0 

2420 

HISTOLOGY  TECHNICIAN. . .................. 

LOCAL  250 

1 

0 

2424 

X-RAY  LABORATORY  AIDE... ............ 

LOCAL  250 

14 

0 

2425 

RADIOLOGIC  TECHNOLOGIST  I 

LOCAL  790 

20 

0 

2426 

RADIOLOGIC  TECHNOLOGIST  II 

LOCAL  790 

21 

0 

2427 

RADIOLOGIC  TECHNOLOGIST  III.... 

LOCAL  790 

9 

0 

2430 

MEDICAL  EVALUATIONS  ASSISTANT.. 

LOCAL  250 

5 

0 

2432 

ELECTROCARDIOGRAPH  TECHNICIAN. . 

LOCAL  250 

6 

0 

2434 

SENIOR  ELECTROCARDIOGRAPH  TECHNICIAN 

LOCAL  250 

1 

0 

2436 

ELECTROENCEPHALOGRAPH  TECHICIAN  I 

LOCAL  250 

1 

0 

2437 

ELECTROENCEPHALOGRAPH  TECHNICIAN  II 

LOCAL  250 

1 

0 

2440 

VETERINARY  LABORATORY  TECHNOLOGIST ..... . 

LOCAL  250 

2 

0 

2441 

DIAGNOSTIC  MEDICAL  SONOGRAPHER  I 

LOCAL  790 

1 

0 

2442 

DIAGNOSTIC  MEDICAL  SONOGRAPHER  II....... 

LOCAL  790 

1 

0 

2450 

PHARMACIST 

LOCAL  790 

26 

0 

2454 

CLINICAL  PHARMACIST 

LOCAL  790 

17 

0 

2514 

ORTHOPEDIC  TECHNICIAN  I 

LOCAL  250 

2 

0 

2515 

ORTHOPEDIC  TECHNICIAN  II 

LOCAL  250 

2 

0 

2517 

JAIL'  M/EDICAL  TECHNICIAN 

LOCAL  790 

11 

0 

2520 

MORGUE'  ATTENDANT.  . 

LOCAL  250 

2 

0 

2522 

SENIOR  MORGUE  ATTENDANT. 

LOCAL  250 

1 

0 

2526 

AMBULANCE  DRIVER 

LOCAL  790 

2 

0 

2528 

MEDICAL  STEWARD 

LOCAL  790 

1 

0 

2530 

SENIOR  MEDICAL  STEWARD 

LOCAL  790 

3 

0 

2532 

PARAMEDIC 

LOCAL  790 

69 

0 

2546 

HANDICRAFT  INSTRUCTOR... 

LOCAL  250 

1 

0 

2550 

SENIOR  OCCUPATIONAL  THERAPIST 

LOCAL  790 

5 

0 

2552 

DIR  OF  ACTIVITIES  THERAPY  AND  VOL  SERV.. 

LOCAL  790 

5 

0 

2554 

THERAPY  AIDE 

LOCAL  250 

6 

0 

2558 

SENIOR  PHYSICAL  THERAPIST 

LOCAL  790 

3 

0 

2574 

CLINICAL  PSYCHOLOGIST 

LOCAL  790 

27 

0 

2575 

RESEARCH  PSYCHOLOGIST 

LOCAL  790 

1 

0 

2580 

CORONER'S  INVESTIGATOR 

LOCAL  790 

11 

0 

2585 

HEALTH  WORKER  I 

LOCAL  790 

33 

0 

2586 

HEALTH  WORKER  II 

LOCAL  790 

53 

0 

2587 

HEALTH  WORKER  III 

LOCAL  790 

50 

0 

2588 

HEALTH  WORKER  IV 

LOCAL  790 

24 

0 

2604 

FOOD  SERVICE  WORKER 

LOCAL  250 

119 

0 

2606 

SENIOR  FOOD  SERVICE  WORKER 

LOCAL  250 

24 

0 

2615 

SCHOOL  LUNCHROOM  HELPER 

LOCAL  790 

663 

0 

2624 

DIETITIAN..'..1 

LOCAL  790 

21 

0 

2626 

CHIEF  DIETITIAN 

LOCAL  790 

2 

0 

2630 

SCHOOL  LUNCHROOM  COOK 

LOCAL  790 

30 

0 

2632 

COOK-MANAGER,  ELEMENTARY  SCHOOL 

LOCAL  790 

36 

0 

2634 

COOK-MANAGER.  SECONDARY  SCHOOL 

LOCAL  790 

31 

0 

2636 

SCHOOL  LUNCHROOM  AREA  SUPERVISOR 

LOCAL  790 

5 

0 

2637 

FOOD  SERVICE  ASSISTANT  SUPERVISOR 

LOCAL  790 

1 

0 

2650 

ASSISTANT  COOK 

LOCAL  790 

7 

0 

2672 

CHILDREN’S  CENTER  ASSISTANT  HOUSEPARENT. 

LOCAL  790 

94 

0 

2674 

CHILDREN'S  CENTER  HOUSEPARENT 

LOCAL  790 

18 

0 

2706 

HOUSEKEEPER.. 

LOCAL  250 

3 

0 

2708 

CUSTODIAN 

LOCAL  790 

794 

0 

2716 

CUSTODIAL  ASSISTANT  SUPERVISOR 

LOCAL  790 

53 

0 

2718 

CUSTOOIAL  SUPERVISOR  I 

LOCAL  790 

27 

0 

2719 

JANITORIAL  SERVICES  ASSISTANT  SUPERVISOR 

LOCAL  790 

5 

0 

2720 

JANITORIAL  SERVICES  SUPERVISOR 

LOCAL  790 

3 

0 

2727 

SCHOOL  CUSTODIAN  SUPERVISOR  I 

LOCAL  790 

17 

0 

2730 

SCHOOL  CUSTODIAL  SERVICES  SUPERVISOR  I.. 

LOCAL  790 

12 

0 

2736 

PORTER. 

LOCAL  250 

249 

0 

2738 

PORTER  ASSISTANT  SUPERVISOR 

LOCAL  250 

8 

0 

2760 

LAUNDRY  WORKER 

LOCAL  250 

61 

0 

2770 

SENIOR  LAUNDRY  WORKER 

LOCAL  250 

21 

0 

2772 

SEWING  TECHNICIAN 

LOCAL  250 

7 

0 

2774 

SENIOR  SEWING  TECHNICIAN 

LOCAL  250 

1 

0 

2812 

CHIEF  OEPUTY  REGISTRAR,  VITAL  STATISTICS 

LOCAL  790 

1 

0 
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2818  HEALTH  PROGRAM  PLANNER LOCAL  790  3 

2830  PUBLIC  HEALTH  NURSE LOCAL  790  82 

2903  ELIGIBILITY  WORKER LOCAL  S35  32 

2904  SOCIAL  SERVICE  TECHNICIAN LOCAL  535  1 

2905  SENIOR  ELIGIBILITY  WORKER LOCAL  535  383 

2906  SOCIAL  WORKER  TRAINEE LOCAL  535  0 

2907  ELIGIBILITY  WORKER  SUPERVISOR LOCAL  535  59 

2908  HOSPITAL  ELIGIBILITY  WORKER LOCAL  535  46 

2909  HOSPITAL  ELIGIBILTY  SUPERVISOR LOCAL  535  9 

2911  ELIGIBILITY  APPEALS  SPECIALIST LOCAL  535  10 

2914  SOCIAL  WORK  SUPERVISOR LOCAL  535  14 

2920  MEDICAL  SOCIAL  WORKER LOCAL  790  50 

2922  SENIOR  MEDICAL  SOCIAL  WORKER LOCAL  790  6 

2930  PSYCHIATRIC  SOCIAL  WORKER LOCAL  790  62 

2932  SENIOR  PSYCHIATRIC  SOCIAL  WORKER LOCAL  790  20 

2934  CHIEF  PSYCHIATRIC  SOCIAL  WORKER LOCAL  790  1 

2940  CHILD  WELFARE  WORKER LOCAL  535  99 

2942  SENIOR  CHILD  WELFARE  WORKER LOCAL  535  10 

2944  CHILD  WELFARE  SUPERVISOR LOCAL  535  25 

2946  SENIOR  ELIGIBILITY  WORKER  SUPERVISOR LOCAL  535  13 

2948  SENIOR  SOCIAL  SERVICE  SUPERVISOR... LOCAL  535  0 

2950  SOCIAL  SERVICE  DIVISION  SUPERVISOR LOCAL  535  0 

2951  COMMUNITY  SERVICES  COORDINATOR LOCAL  535  0 

2969  ASST  DIRECTOR,  SOC  SERVICES  PROGRAMS....  LOCAL  535  11 

2975  CITIZEN'S  COMPLAINT  OFFICER LOCAL  790  7 

2994  HOMEMAKER LOCAL  535  7 

2997  SPECIALIST  I,  HUMAN  RIGHTS  COMMISSION...  LOCAL  790  0 

3202  LOCKER  ROOM  ATTENDANT.. LOCAL  790  0 

3204  SWIMMING  POOL  CASHIER  - CLERK LOCAL  790  9 

3208  POOL  LIFEGUARD LOCAL  790  7 

3210  ATHLETIC  ATTENDANT LOCAL  790  0 

3212  SWIMMING  INSTRUCTOR LOCAL  790  0 

3214  SENIOR  SWIMMING  INSTRUCTOR LOCAL  790  8 

3216  ASSISTANT  AQUATICS  SUPERVISOR LOCAL  790  1 

3226  GOLF  COURSE  STARTER LOCAL  790  0 

3228  ASST  DIRECTOR,  GOLF  COURSE  OPERATIONS...  LOCAL  790  0 

3232  MARINA  ASSISTANT  MANAGER LOCAL  790  7 

3234  MARINA  MANAGER LOCAL  790  1 

3258  PHOTOGRAPHY  DIRECTOR LOCAL  790  1 

3260  CRAFTS  INSTRUCTOR LOCAL  790  1 

3264  CAMP  ASSISTANT LOCAL  790  0 

3266  CAMP  MANAGER LOCAL  790  0 

3280  ASST  RECREATION  DIRECTOR LOCAL  790  22 

3284  RECREATION  DIRECTOR LOCAL  790  78 

3285  JUNIOR  MUSEUM  DIRECTOR. LOCAL  790  1 

3287  ASSISTANT  RECREATION  SUPERVISOR LOCAL  790  18 

3289  RECREATION  SUPERVISOR LOCAL  790  7 

3291  PRINCIPAL  RECREATION  SUPERVISOR LOCAL  790  7 

3292  ASSISTANT  SUPERINTENDENT,  RECREATION LOCAL  790  3 

3301  VENDOR  HELPER LOCAL  790  0 

3302  VENDOR LOCAL  790  12 

3306  RIDES  ATTENOANT LOCAL  790  1 

3310  STABLE  ATTENDANT LOCAL  790  6 

3322  ASSISTANT  HEAD  ANIMAL  KEEPER LOCAL  790  1 

3324  HEAD  ANIMAL  KEEPER LOCAL  790  1 

3406  LAND  USE  AIDE LOCAL  790  1 

3450  AGRICULTURAL  INSPECTOR LOCAL  790  3 

3474  SCHOOL  GROUNDS  SUPERVISOR LOCAL  790  1 

3480  FARMERS  MARKET  MANAGER LOCAL  790  1 

3502  MUSEUM  EXHIBIT  PACKER  ANO  REPAIRER LOCAL  790  1 

3520  MUSEUM  PREPARATOR LOCAL  790  2 

3522  SENIOR  MUSEUM  PREPARATOR LOCAL  790  4 

3524  PRINCIPAL  MUSEUM  PREPARATOR LOCAL  790  0 

3525  CHIEF  MUSEUM  PREPARATOR LOCAL  790  0 

3526  MUSEUM  CONSERVATOR  ASSISTANT. LOCAL  790  0 

3527  MUSEUM  CONSER  ASST  (BRUNDAGE  ASIAN  ARTS)  LOCAL  790  1 

3530  ORGANIST LOCAL  790  0 

3534  MUSEUM  PHOTOGRAPHER LOCAL  790  1 

3535  RADIO  ANNOUNCER  - OPERATOR LOCAL  790  2 

3540  CURATORIAL  AIDE LOCAL  790  1 
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3546  CURATOR  IV LOCAL  790 

3550  MUSEUM  EXHIBITION  DESIGNER LOCAL  790 

3556  MUSEUM  REGISTRAR LOCAL  790 

3591  COLLEGE  AIDE LOCAL  790 

3602  LIBRARY  PAGE LOCAL  790 

3610  LIBRARY  ASSISTANT LOCAL  790 

3616  LIBRARY  TECHNICAL  ASSISTANT  I LOCAL  790 

3618  LIBRARY  TECHNICAL  ASSISTANT  II LOCAL  790 

3630  LIBRARIAN  I LOCAL  790 

3631  LIBRARIAN  II  FINE  ARTS LOCAL  790 

3632  LIBRARIAN  II LOCAL  790 

3633  LIBRARIAN  II  ASIAN  ART. LOCAL  790 

3634  LIBRARIAN  III LOCAL  790 

3644  CITY  ARCHIVIST LOCAL  790 

3658  MEDICAL  LIBRARIAN LOCAL  790 

4202  ASSESSMENT  CLERK LOCAL  790 

4203  SENIOR  ASSESSMENT  CLERK LOCAL  790 

4306  COLLECTIONS  OFFICER LOCAL  790 

4308  SENIOR  COLLECTIONS  OFFICER LOCAL  790 

4312  BONO  AND  COUPON  SUPERVISOR LOCAL  790 

4320  CASHIER  I.. LOCAL  790 

4321  CASHIER  II LOCAL  790 

4322  CASHIER  III LOCAL  790 

4334  INVESTIGATOR,  TAX  COLLECTOR LOCAL  790 

4335  SENIOR  INVESTIGATOR,  TAX  COLLECTOR LOCAL  790 

4336  LICENSE  BUREAU  ASSISTANT  SUPERVISOR LOCAL  790 

4337  PRINCIPAL  INVESTIGATOR.  TAX  COLLECTOR...  LOCAL  790 

4340  CHIEF  INVESTIGATOR.  TAX  COLLECTOR LOCAL  790 

4366  COLLECTION  SUPERVISOR LOCAL  790 

4372  CASHIER.  TAX  COLLECTOR LOCAL  790 

5279  SCHOOL  FACILITIES  NEEDS  ANALYST LOCAL  790 

5285  AIRPORT  NOISE  ABATEMENT  OFFICER LOCAL  790 

5295  SCHOOL  FACILITIES  PLANNER LOCAL  790 

5322  GRAPHIC  ARTIST LOCAL  790 

5406  SPECIAL  ASST  FOR  PROGRAM  COORDINATOR LOCAL  790 

5408  COORDINATOR  OF  CITIZEN  INVOLVEMENT LOCAL  790 

5410  INTERGOVERNMENTAL  AFFAIRS  COORDINATOR. . . LOCAL  790 

6102  RODENT  CONTROL  TECHNICIAN LOCAL  790 

6220  INSPECTOR  OF  WEIGHTS  AND  MEASURES LOCAL  790 

6333  SENIOR  BUILDING  INSPECTOR LOCAL  790 

6334  CHIEF  BUILDING  INSPECTOR LOCAL  790 

7102  MAINT  AND  REPAIR  ASST  SUPT  HETCH  HETCHY.  LOCAL  790 

7108  HEAVY  EQUIPMENT  OPERATIONS  ASST  SUPV LOCAL  790 

7125  ELEC  OPER  AND  MAINT  SUPT  HETCH  HETCHY...  LOCAL  790 

7202  ASST  PARK  SUPT  FOR  STRUCTURAL  MAINT LOCAL  790 

7208  HEAVY  EQUIPMENT  OPERATIONS  SUPERVISOR...  LOCAL  790 

7211  CEMENT  FINISHER  SUPERVISOR  II LOCAL  790 

7212  AUTOMOTIVE  TRANSIT  EQUIPMENT  SUPERVISOR.  LOCAL  790 

7219  MAINTENANCE  ESTIMATOR  AND  SCHEDULER LOCAL  790 

7243  PARKING  METER  REPAIRER  SUPERVISOR  I LOCAL  790 

7270  WATERSHED  KEEPER  SUPERVISOR.. LOCAL  790 

7282  STREET  REPAIR  SUPERVISOR  II LOCAL  790 

7302  AUDIO-VISUAL  EQUIPMENT  TECHNICIAN LOCAL  790 

7303  BARBER LOCAL  250 

7312  CHAUFFEUR LOCAL  790 

7324  BEAUTICIAN LOCAL  250 

7359  PIANO  TUNER LOCAL  790 

7367  RADIO  TECHNICIAN LOCAL  790 

7368  SENIOR  RADIO  TECHNICIAN LOCAL  790 

7383  SEWING  MACHINE  REPAIRER LOCAL  790 

7384  TYPEWRITER  REPAIRER LOCAL  790 

7385  SENIOR  TYPEWRITER  REPAIRER LOCAL  790 

7392  WINDOW  CLEANER LOCAL  790 

7416  BOOK  REPAIRER..  LOCAL  790 

7418  SENIOR  BOOK  REPAIRER LOCAL  790 

7426  ELEVATOR  OPERATOR LOCAL  790 

7441  TOOL  ROOM  MECHANIC  AND  CUSTODIAN LOCAL  790 

7454  TRAFFIC  SIGNAL  OPERATOR LOCAL  790 

7470  WATERSHED  KEEPER LOCAL  790 

7524  INSTITUTION  UTILITY  WORKER LOCAL  250 
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7542 

WATERSHED  WORKER  (SEASONAL  AS  NEEDED)... 

LOCAL  790 

0 

0 

8102 

PROCESS  SERVER .......................... 

LOCAL  790 

1 

0 

8106 

LEGAL  PROCESS  CLERK 

LOCAL  790 

45 

0 

8108 

SENIOR  LEGAL  PROCESS  CLERK 

LOCAL  790 

19 

0 

8112 

ASSISTANT  COURT  CLERK..... . 

LOCAL  790 

9 

0 

8113 

COURT  CLERK 

LOCAL  790 

56 

2 

8124 

INVESTIGATOR.  OFF  OF  CITIZEN  COMPLAINTS. 

LOCAL  790 

7 

0 

8134 

CONFIDENTIAL  CRIME  REPORTER 

LOCAL  790 

0 

0 

8136 

SENIOR  CONFIDENTIAL  CRIME  REPORTER 

LOCAL  790 

0 

0 

8138 

COURT  REPORTER............ 

LOCAL  790 

1 

0 

8139 

INDUSTRIAL  INJURY  INVESTIGATOR.  MUNI  RWY 

LOCAL  790 

0 

0 

8140 

RETIREMENT  SYSTEM  INVESTIGATOR... 

LOCAL  790 

0 

0 

8142 

PUBLIC  DEFENDER'S  INVESTIGATOR.......... 

LOCAL  790 

10 

0 

8143 

SENIOR  PUBLIC  DEFENDER'S  INVESTIGATOR... 

LOCAL  790 

2 

0 

8145 

PRINCIPAL  PUBLIC  DEFENDER'S  INVEST 

LOCAL  790 

0 

0 

8165 

WORKER'S  COMPENSATION  SUPERVISOR  I 

LOCAL  790 

7 

0 

8168 

MEDICAL  CLAIMS  ASSISTANT  SUPERVISOR 

LOCAL  790 

1 

0 

8170 

MEDICAL  CLAIMS  SUPERVISOR.... 

LOCAL  790 

2 

0 

8201 

SCHOOL  CROSSING  GUARD 

LOCAL  790 

0 

0 

8202 

SECURITY  GUARD.  . 

LOCAL  790 

44 

0 

8204 

INSTITUTIONAL  POLICE  OFFICER............ 

LOCAL  790 

49 

0 

8207 

BUILDING  AND  GROUNDS  PATROL  OFFICER 

LOCAL  790 

49 

0 

8208 

PARK  PATROL  OFFICER 

LOCAL  790 

I5 

0 

8213 

POLICE  SERVICES  AIDE. 

LOCAL  790 

b 

0 

8214 

PARKING  CONTROL  OFFICER. 

LOCAL  790 

207 

0 

8217 

STATION  OFFICER. 

LOCAL  790 

4 

0 

8226 

MUSEUM  GUARD. 

LOCAL  790 

'45 

0 

8228 

SENIOR  MUSEUM  GUARD 

LOCAL  790 

2 

0 

8234 

FIRE  ALARM  DISPATCHER 

LOCAL  790 

5 

0 

8236 

CHIEF  FIRE  ALARM  DISPATCHER 

LOCAL  790 

0 

0 

8238 

POLICE  COMMUNICATIONS  DISPATCHER .... 

LOCAL  790 

101 

0 

8239 

SR. POLICE  COMMUNICATIONS  DISPATCHER 

LOCAL  790 

2 

0 

8249 

FINGERPRINT  TECHNICIAN  I 

LOCAL  790 

0 

0 

8250 

FINGERPRINT  TECHNICIAN  II 

LOCAL  790 

26 

0 

8251 

FINGERPRINT  TECHNICIAN  III 

LOCAL  790 

6 

0 

8274 

POLICE  CADET 

LOCAL  790 

5 

0 

8280 

ENVIRONMENTAL  CONTROL  OFFICER 

LOCAL  790 

3 

0 

8301 

SHERIFF'S  PROPERTY  KEEPER 

LOCAL  790 

0 

0 

8303 

SHERIFF’S  CIVIL  PROCESS  ASSISTANT 

LOCAL  790 

1 

0 

8316 

ASSISTANT  COUNSELOR 

LOCAL  790 

25 

0 

8318 

COUNSELOR  II 

LOCAL  790 

9 

0 

8320 

COUNSELOR-JUVENILE  HALL 

LOCAL  790 

51 

0 

8321 

COUNSELOR-BOYS’  RANCH  SCHOOL 

LOCAL  790 

13 

0 

9102 

TRANSIT  CAR  CLEANER 

LOCAL  790 

74 

0 

9104 

TRANSIT  CAR  CLEANER  ASST  SUPERVISOR 

LOCAL  790 

4 

0 

9106 

TRANSIT  CAR  CLEANER  SUPERVISOR  I 

LOCAL  790 

1 

0 

9110 

FARE  COLLECTIONS  RECEIVER 

LOCAL  790 

33 

0 

9116 

SENIOR  FARE  COLLECTIONS  RECEIVER 

LOCAL  790 

11 

0 

9117 

PRINCIPAL  FARE  COLLECTIONS  RECEIVER 

LOCAL  790 

2 

0 

9118 

TRANSIT  REVENUE  SUPERVISOR 

LOCAL  790 

1 

0 

9122 

TRANSIT  INFORMATION  CLERK 

LOCAL  790 

20 

0 

9124 

SENIOR  TRANSIT  INFORMATION  CLERK 

LOCAL  790 

3 

0 

9125 

CHIEF  TRANSIT  INFORMATION  CLERK 

LOCAL  790 

1 

0 

9126 

TRANSIT  TRAFFIC  CHECKER 

LOCAL  790 

12 

0 

9128 

SENIOR  TRANSIT  TRAFFIC  CHECKER 

LOCAL  790 

2 

0 

9131 

STATION  AGENT,  MUNICIPAL  RAILWAY 

LOCAL  790 

64 

0 

9176 

SCHOOL  TRANSPORTATION  SCHEDULER 

LOCAL  790 

6 

0 

9202 

AIRPORT  COMMUNICATIONS  OPERATOR 

LOCAL  790 

25 

0 

9203 

SENIOR  AIRPORT  COMMUNICATIONS  OPERATION. 

LOCAL  790 

7 

0 

9204 

AIRPORT  COMMUNICATIONS  SUPERVISOR 

LOCAL  790 

2 

0 

9212 

AIRFIELD  SAFETY  OFFICER 

LOCAL  790 

18 

0 

9213 

SENIOR  AIRFIELD  SAFETY  OFFICER 

LOCAL  790 

8 

0 

9220 

AIRPORT  OPERATIONS  SUPERVISOR 

LOCAL  790 

8 

0 

9230 

AIRPORT  CUSTOOIAL  SERVICES  SUPERVISOR... 

LOCAL  790 

1 

0 

9250 

AIRPORT  MAINTENANCE  SUPERVISOR 

LOCAL  790 

1 . 

0 

9252 

AIRPORT  MAINTENANCE  SUPERINTENDENT 

LOCAL  790 

1 

0 

9307 

COMPUTER  OPERATIONS  SUPERVISOR.  PORT 

LOCAL  790 

0 

0 

9355 

WHARFINGER  I 

LOCAL  790 

4 

0 

9356 

WHARFINGER  II 

LOCAL  790 

r 2 

0 

9357 

CHIEF  WHARFINGER 

LOCAL  790 

r1 

0 
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9361  ASST  SUPT,  HARBOR  MAINT,  ELECTRICAL LOCAL  790  1 

9362  ASST  SUPT.  HARBOR  MAINT.  BLDGS  AND  STS..  LOCAL  790  0 

9363  ASST  SUPT.  HARBOR  MAINT.  PIERS  ANO  WHARV  LOCAL  790  1 

9372  ASSOC  ESTIMATOR  OF  HEAVY  CONSTRUCTION...  LOCAL  790  0 

9380  ADMINISTRATIVE  SERVICE  OFFICER.  PORT LOCAL  790  0 

9385  GENERAL  SERVICE  OFFICER.  PORT. OF  S.F LOCAL  790  2 

9401  PROGRAM  MONITOR  I.  CITY  DEMONSTR  AGENCY.  LOCAL  790  0 

9403  PROGRAM  MONITOR  II.  CITY  DEMONSTR  AGENCY  LOCAL  790  0 

9411  CITIZEN  PARTICIPATION  REHAB  MONITOR LOCAL  790  0 

9910  PUBLIC  SERVICE  TRAINEE LOCAL  790  0 

9940  PUBLIC  WORKS  AIDE LOCAL  790  0 

9951  NEIGHBORHOOD  YOUTH  CORPS  TRAINEE LOCAL  790  0 

9953  GROUP  LEAOER  NEIGHBORHOOD  YOUTH  CORPS. ..  LOCAL  790  0 

9957  SUPERVISOR  NEIGHBORHOOD  YOUTH  CORPS LOCAL  790  0 

9971  COMMUNITY  WORKER LOCAL  790  0 

9990  COMMUNITY  LIAISON  OFFICER  (FACE) LOCAL  790  0 

B164  SENIOR  LAW  CLERK LOCAL  790  11 

B512  GENERAL  CLERK-TYPIST LOCAL  790  1 

B516  SENIOR  CLERK-TYPIST LOCAL  790  1 

PI 03  SPECIAL  NURSE. LOCAL  790  0 
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